
                Notice of Job Opening 

POSTING DATE:  1/26/2022 

POSITION: G15785 STUDENT SERVICES PROGRAM COORDINATOR II 

DEPARTMENT: SSA - Student Affairs  

APPLICATION CLOSING DATE: 
2/10/2022 

Classification Code CB70 / Slot TGP 

For ALL Faculty Positions - An unofficial/student copy of your transcript must be submitted along with 

your on-line application if the position you are applying for requires a degree and/or certificate. Official 

transcripts are required when you begin employment. 

For Staff Positions - If you are applying for a position that requires a degree and/or certificate, an official 

transcript will be required when you begin employment. 

***International transcripts must be evaluated through World Education Services*** 

If you are applying for a position that requires current Licensures/Certificates- a copy must be submitted 

along with your on-line application. Official current licensures/certificates will be required when you begin 

employment. 

Please feel free to submit any electronic documents with your on-line application as an attachment. 

STATE SALARY RANGE: SC Band 05 - $34,331 - $48,927 - $63,524 

ANTICIPATED HIRING RANGE - MIN: $34,331 

ANTICIPATED HIRING RANGE - MAX: $48,927 

HOURS: 40 

CAMPUS: Thomas E. Barton Campus 

GENERAL RESPONSIBILITIES 

In this challenging role, you will be supporting the SSA - Student Affairs department at Greenville 

Technical College. 

JOB SUMMARY: 

This position reports to the Director of Collegiate Recovery Program. Assist with the continued 

development and implementation of Greenville Tech’s Collegiate Recovery Program and Services. Assist 

the Director of the Collegiate Recovery Program in daily operations and student services. Provide support 

for Recovery Coaches to ensure optimal student engagement, safety, care, recovery support, and program 

effectiveness. Assist with coordination of recovery support services, educational events, student activities, 

and recovery celebrations. Make timely reports and provide feedback to the Director of the Collegiate 

Recovery Program and other administrative staff when needed; operates within federal, state, and college 

regulations, policies, and procedures; position is given some independence and is expected to 

demonstrate integrity, initiative, and good judgment.  

KNOWLEDGE, SKILLS, AND ABILITIES: 



Knowledge of the policies and procedures affecting the assigned program area(s). Knowledge of the basic 

principles and theories of student development and educational administration. Knowledge of the 

techniques of individual and group counseling. Ability to identify, develop and implement programs and 

activities that will benefit the campus community. Ability to work outside of the traditional Monday-

Friday, 8am-5pm framework. Ability to establish and maintain effective working relationships with 

students, faculty, staff and the general public. Ability to provide support for a wide range of student 

problems and concerns. Ability to move about inside the office to access file cabinets, office machinery, 

etc. Ability to operate a computer and other office productivity machinery, such as a calculator, copy 

machine, and computer printer. Ability to occasionally work in outdoor weather conditions. 

EXAMPLES OF WORK: 

Assists in the design, development and implementation of student services programs; recommends 

changes in policies and procedures to improve programs. Facilitate guidance and support for students in 

financial aid, admissions, registration, housing, academic, vocational and related areas. Interviews students 

to obtain information for referrals, or placements, and assists with maintenance of confidential records 

and reports. Provides advice and guidance to various student clubs and organizations; monitors student 

events and activities to ensure compliance with campus rules and regulations. Conducts workshops on 

recovery-oriented life-skills resume writing, interview techniques, job search procedures, leadership 

development, financial management and human development. 

SPECIAL REQUIREMENTS: 

Familiarity with and/or practice of long-term recovery inclusive of multiple pathways, through personal 

and community empowerment. Demonstrate recovery support skills as a peer recovery specialist, recovery 

community organizer, and recovery professional working alongside students, faculty/staff and the campus 

community. Be comfortable and effective with coaching, guiding, and supporting individuals, groups, and 

families seeking recovery using a positive attitude, motivational approaches, and persistent 

encouragement. Ability to work outside of the traditional Monday-Friday, 8am-5pm framework. 

DUTIES AND RESPONSIBILITIES: 

• Assist with the development, implementation, and maintenance of collegiate recovery program 

standards and criteria for participation 

• Assist with the development and administration of comprehensive CRP member orientation 

• Recruit, screen, and access potential CRP members 

• Provide recovery support services 

• Facilitate “All Recovery Meetings” and various frameworks for Multiple Pathways of Recovery 

• Assist with educational initiatives. 

• Maintain Recovery Coaches and other support staffing pattern. 

• Coordinate services and initiatives with community-based recovery support providers. 

• Assist with developing and implementing Collegiate Recovery Community activities. 

• Assure Community Safety and Regulatory Compliance. 

• One-on-One as well as Group work with Students. 

• Facilitate student recovery-oriented Life Skill Development. 



• Assist with facilitating a proactive and positive reputation for Greenville Tech’s Collegiate Recovery 

Program with, the local campus community, Greenville recovery communities, and potential referring 

communities. 

• Communicate with CRP participants and members throughout their involvement and after completion 

and or graduation from Greenville Technical College. 

SKILLS: 

• Skill to communicate ideas and instructions clearly and concisely. 

• Have knowledge of substance use disorders and related mental health conditions. 

• Skill to interpret and apply the Collegiate Recovery Program policies, and procedures. 

• Skill in problem-solving techniques. 

• Knowledge of Greenville Tech community and departmental organizational structure, policies, 

procedures, rules, and regulations preferred. 

• Skill in the use of computers and ability to work in Microsoft Office formats. 

• Skill to prepare and maintain accurate records, files, and reports. 

GTC COMPETENCY LIST: 

• Flexibility/Adaptability 

• Interpersonal Relationships 

• Creativity 

• Decision Making/Critical Thinking 

• Verbal Communications 

• Learning 

• Listening 

• Presentations 

• Problem Solving 

• Written Communications 

• Coaching 

• Consulting 

• Teamwork 

• Relationship Management 

• Customer Service 

• Job Specific Technical Competence 

*This description reflects management’s assignment of essential functions; it does not proscribe or restrict 

the tasks that may be assigned. 

This position is a temporary grant funded position 

  

Greenville Technical College is one of the largest institutions of higher learning in South Carolina and we 

invite you to consider becoming a part of our team! GTC promotes a respectful campus culture that 

reflects appreciation for diversity and inclusion at all levels. Visit www.gvltec.edu/diversity to learn more. 

https://gvltec.csod.com/phnx/www.gvltec.edu/diversity


MINIMUM QUALIFICATIONS 

Bachelor's degree + 2 yrs experience in student services programs. 

PREFERRED QUALIFICATIONS 

Bachelor’s degree (education, counseling, student services, social work, or similar field) and +2 years' 

experience in community services programs. Preferred experience includes: working with at risk and 

vulnerable populations. This position necessitates a high level/degree of program development and 

implementation. The position includes high level skill and knowledge practice in terms of student and 

community services coordination. This position is strengthened by stakeholder relationships and grant 

reporting/evaluation. Having education and service experience working with local, state, and federal 

stakeholders is also particularly relevant and valuable. Providing Recovery Services requires a specialized 

knowledge base, experience, and practice approach to effectively and adaptively serve a unique set of 

student needs. Recovery-to-Practice certification is preferred. Effective services and support are provided 

by people who themselves have experience with recovery and resilience and the ability to leverage that 

experience alongside professional knowledge and practice informed skills. LIVED EXPERIENCE: If a 

personal history with Substance Use Disorder and/or Co-occurring Mental Health Condition, must possess 

at least 3 years of experience having an ongoing personal program of recovery and involvement with a 

mental health and/or substance use recovery consumer movement (FAVOR, AA, NA, SMART, Refuge 

Recovery, etc.). 

Greenville Technical College is an Equal Opportunity/Affirmative Action Employer 

Minorities/Females/Disabled/Veterans are encouraged to apply (EOE/AA/M/F/D/V) 

It is the policy of Greenville Technical College, in accordance with applicable laws, to recruit, hire, train, 

and promote people throughout all college levels, without regard to race, color, religion, sex, age, 

disability, sexual orientation, or national origin, or any other basis prohibited by applicable law. All 

employment decisions shall be consistent with the principle of equal employment opportunity. 

*Greenville Technical College is a tobacco-free institution* 

 


